
C o r r e c t i n g  a  V e n d o r ’ s  I B S  I n v o i c e .  

 

If you believe there is an error, missing charges or missing legs one or more of your invoices.  The best 

thing to do is contact the Contracting Officer Representative (COR) for that contract.  Discuss the issue 

and if indeed there is an error or something missing follow the steps below to return the invoice to the 

COR for correction.  After the COR review/updates the invoice it will be returned to you in the 

application and you can review it before sending it on to payment. 

1) Bring up the package you wish to review. (See Viewing and Approving Invoices on how to bring 

up a package) 

 

 

 

 

1. Open an invoice, by clicking on the invoice 

number. 
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 2. As shown in this example there are two Flight Legs, but no Availability leg.  Since there is no current 

option to “Add Leg” this is the work around.  

 a. Click on the Three Dots.  

 b. A View /Edit box will appear.     Click on the “View/Edit Flight Leg” and it will 

open the leg.  
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c. Scroll to the bottom of the leg, and add “REMARKS” about a missing “Availability Leg”

 

d. Then “EXIT” 

e. Go back to the Invoice List Page, you can use the “back” arrow on the top menu bar.  

f. You will see on the right hand side, “Vendor Modified” invoice Status.  
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g. Now you can send/return the whole package back to the COR. You cannot send just one invoice the 

whole package will go back to the COR for review. Make sure you call the COR also and explain the 

reason for returning the invoice. 

 

Once the COR has reviewed the returned invoice, and make correction or updates as needed the invoice 

will be sent back to your inbox in IBS.  

 

Your Package will show the package as “Sent to Vendor” as it did the first time.  Good idea to make a 

note of the Package number, and look for that.  

 

So click on the package number then open the package as before and review the invoice(s) in question.  

 

After review, Check the box and approve the invoices and send to payment.  (Though there is an option 

to send back to COR a second time, which will be removed in an upcoming revision.) 
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Correction to an “Additional Charge” 

Using the example below, to show how to correction an “additional Charge” that was been entered. In 

this case the wrong city was selected for Per Diem.  

 

 a. Click on the Three Dots.  

 b. A View /Edit box will appear.     Click on the “View/Edit Charges” and it will 

open the Charges Line.  

In example “Boise, ID” was chosen as the location, where it needed to be “SunValley, ID” 

 

2 
2. Click on “Per Diem Lookup” to pick the 

correct location. 
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Scroll down to find the correct location or use the “search” block. 

 

Click on the “Select” button for the correction location. It will be loaded in and you will be taken back to 

the previous screen. As seen below. 

 

Then follow the step above to return to COR.  


